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	Profile
	

	I am a self-motivated professional with excellent analytical and communication skills, both written and verbal, who takes pride in doing a great job and providing high quality output.
I am a committed team player with a great ability to learn new skills and work well under pressure. 
I am currently looking for a challenging and exciting career advancement opportunity to utilize my existing skills, competencies, education and experience, whilst also taking the opportunity to develop new competencies that will be of mutual benefits. 

 


	Skills Summary
	

	· Communication Skills
· Team building
· Administration

	· Multi-Tasking

· Interpersonal Skills
· Organizational Skills
	· Decision Making
· Problem Solving

· Time Management




	Professional Experience
	

	Jide Taiwo & Co. Est. Surveyors & Valuers
Lagos, Nigeria
	

	Office/Admin Manager
  
	               February 2013 to April 2015

	Responsibilities:-

· Design and implement office administrative systems by establishing policies, standards and procedures; measuring results against standards; making necessary adjustment.

· Provide team leadership in attaining firm’s goals through scheduling and delegating work to staff and managing their workload and output.

· Keep management informed by reviewing and analyzing reports, summarizing information and identifying trends.

·  Maintains office services by organizing office operations and procedures; prepare letters, 

presentation and reports; prepare payroll; deal with correspondence, complaints and queries; design filing system; review and approve supply requisition; assign and monitor of clerical functions and transport facilities.

· Monitors and coordinates accounting activities as appropriate, and prepare reports for management, participates in budget planning and management as required.

· Maintain professional and technical knowledge by ensuring staff attend educational workshops and exhibitions; 
· Keep calendars and arrange meetings/appointments; guest and complex itineraries.



	
	

	Latter Rain Logistics LLC 

Dubai, United Arab Emirates
Office Administrator
(Lagos Branch, Nigeria)

Responsibilities:-
  July 2010  to January 2013



	· Coordinates and oversees the daily work of clerical staff, facilities (logistics and security) and management of supplies and equipment for the organization and related activities.

· Provide support to the entire office staff including maintaining office equipment; placing office supply orders, monitoring the work of secretarial, clerical and administrative staff.
· Design and manage the workflow of the entire office; assists with project development and planning to ensure productivity, more efficient service and organization of the office.
· Enhance professional growth and development of staff through participation in educational programs, workshops and conferences. 
· Monitors and coordinates accounting activities as appropriate, and prepare reports for management, participates in budget planning and management as required.
· Organizes everything in relation to office work from filing systems and supplies to keeping calendars and arranging meetings/appointments and travel for office personnel.
· Assist in coordinating, supervising and completion of special projects as appropriate. 


	Kaze Net Solutions Limited
Fujairah, United Arab Emirates
	

	Admin Coordinator
Responsibilities:-
	June 2007 to March 2010

	· Provide confidential secretarial and administrative support for the management which includes managing the schedule/calendar, making travel arrangements, screening and handling telephone communication, greeting and directing visitors, and dealing with administrative challenges and inquiries as appropriate.

· Manage and supervise staff and act as a direct administrative and liaison with individuals, external institutions and agencies on a range of specified issues; organizes and facilitates meeting, seminars, conferences and special events as required.

· Gathers, enters, and/or updates data to maintain unit records and databases as appropriates; establishes and maintain files and records for the office.

· Composes and prepares written documentation and correspondence for the office; screens and evaluates incoming and outgoing mails and prepares responses as appropriate.

· Coordinates and oversees the daily work of clerical staff, facilities (logistics and security) and management of supplies and equipment for the organization and related activities.



	Airtel Nigeria, Lagos Nigeria
	

	Front Desk/Client Information Officer
Responsibilities:-
	               July 2002 to April 2007

	· Answers phone calls to respond to orders, general customers’ inquiries, invoice questions and customers complaints.

· Doing general administration duties (managing incoming and outgoing post, screening calls, filing, and data entry), and organising a monthly budget plan and report.

·  Arranging the staff roaster, organising interview schedules, producing minutes and statistics, and managing a vast filing system, which maintains all relevant materials.
· Providing comprehensive, accurate and knowledgeable information and service to internal and external customers regarding firm’s products, using computer-based systems to bring about a satisfactory, appropriate and timely solution.
· Compose correspondences.
· 


	Education & Training
	
	

	Master of Business Administration with concentration in Finance


	Banasthali University India *DUBAI CAMPUS, UAE*
	2009

	Master of Business Administration with concentration in International Business
	Columbus University, Mississippi, USA * DUBAI CAMPUS, UAE*
	2008

	H.N.D Business Administration

Nigerian Institute of Management(NIM)

Associate Member

                   
	Yaba College of Technology


	1999

2005
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